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Which Invoices Should be Sent Electronically?
» Invoices with the following Purchase Order formats must be submitted electronically:

U.S: Seven digits beginning with a “2” or “3” (example: 2XXXXXX; X = a digit)
1-followed by up to 13 digits (example: 1-XXXXX)
US-followed by up to XX didgits (example: USXXXXX)

Canada: Six digits beginning with a “2” (example: 2XXXXX; X = a digit)
1-followed by up to 13 digits (example: 1-XXXXX)
CA-followed by up to XX digits (example: CAXXXXX)

» Do not send a paper copy of the invoice. Payment is only made from the electronic invoice.

» Inthe event your Company is issued a purchase order number that does not meet one of the above formats, please mail a
paper copy of the invoice to the “Bill to” address shown on the Purchase Order copy. When in doubt, contact the
Johnson Controls Support Team identified below.

» Johnson Controls requires the electronic invoice the next business morning after the product has been picked up or
shipped, or a service has been delivered.

Who to Contact With Questions

Use of Paymode-X for Invoicing Tool

Please contact the Johnson Controls Support Team should you have questions relating to the Paymode-X for Invoicing tool:
Phone: 866-205-8838
Email: be-supplier@jci.com
Web: www.johnsoncontrols.com/be-supplier

Invoice Payment
Should you have questions regarding the payment of your electronic invoice:

1. Double-check the “Listing” to ensure the invoice was “Sent,” then
2. Contact Johnson Controls Shared Service Center:
Phone: 800-382-2804, Option 2 (414-524-7988; Option 2)

Effective use of the Paymode-X for Invoicing Tool

The Paymode-X for Invoicing Tool is a fast and easy way to send Johnson Controls Building Efficiency invoices
electronically.

To create an invoice, find the purchase order number that was generated to your Company and “Flip”it into an invoice.
Flipping a purchase order to an invoice requires minimal data entry. If you cannot find the purchase order number in the
“Purchase Order” tab, do NOT attempt to manually create an invoice against the purchase order number. Currently, the
process for you to see the purchase orders in Paymode-X for Invoicing that were generated to your Company occurs
overnight. Therefore, you will not be able to invoice Johnson Controls against the purchase order until the next business day.
If the purchase order is not visible by the next day, please send an email to be-supplier@jci.com indicating the purchase
order number that you cannot find in the “Purchase Order” tab.

If you just received your Company’s log-in ID and password from Paymode-X for Invoicing, it may take up to two business
days for your purchase orders to be visible under the “Purchase Orders”tab. Please wait two days and check again. If after
two days, you still do not find any purchase orders, please send an Email to be-supplier@jci.com indicating that you were
recently on-boarded to Paymode-X for Invoicing, have waited two days and still have no purchase orders visible to invoice
against.

Thank you for using the Johnson Controls web-based electronic invoicing process.
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Launch Internet Session

Enter “www.johnsoncontrols.com/be-supplier” into the address bar of
your browser and press “Enter.”

Note: Internet browsers certified for use with Paymode-X for Invoicing
are Mozilla Firefox 3 or later and Internet Explorer 7 or later.

—
MEDIA CAREERS INVESTORS CONTACT LOCATIONS LOGIN. 2= CHANGE COUNTRY

ABOUT US Search .
ALERTS

New Paymode-X Enhancements
Effective May 10, 2013

Invoice dispute feature and
new tax fields

Johnson yj)i"

Controls

HOME

Automotive Experience

PRODUCTS & SOLUTIONS SUSTAINABILITY

Supplier Inveoicing

Thanks for your interest in the
Johnson Controls Building
Efficiency Supplier Inveoicing
portal.

E - e s

Supplier Standards
Manual
Training

BBeX/Paymode-X CERTIFIED

To access the invoicing portal CLICK
BROWSERS

HERE FPlease review the inveoicing

Applications

= Frequently Asked
Questions

instructions prior to submitting
your first invoice. A new browser
window will open to provide portal

Firefox 3.6 and later and IE 7 and
later are certified for use with
BBeX/Paymode->_

= Downloads —
Training & Forms
= Enroliment
Quality
Sustainability
Terms and Conditions
Substances Control
Global Workplace
Solutions
Supply Chain Risk
Management
Power Solutions

Corporate

access.
PO LINES FOR LABOR OR

SUBCONTRACTS.

Typically POs for labor are
generated with a unit price of $1
and the Quantity field reflects the
actual amount.

DO NOT switch these amounts on
your invoice. Doing so will cause
the invoice to error out.

Pour accéder a la facturation portail cliquez ici. S'il vous plait examiner
les instructions de facturation avant de soumetire votre premiére
facture. Une nouvelle fenétre s'ouvrira pour donner acceés au portail.

ENROLL

INVOICE NOW

FRACTURE MAINTENANT

S'INSCRIRE

CAN'T SEE THE PO THAT YOU
ARE TRYING TO FLIP TO AN
INVOICE?

Vait until the next business day
after the PO was issued and then
look again. If you still cannot see
the PO in the "Purchase Order” tab,
ehMail the PO number and your
supplier name to
be-supplier@jci.com so that they
may research the issue. Do not
create a manual invoice.

First Time?
Click above to enroll.
Enroliment Instructions
Instructions d'inscription
(frangais)

Already/enrclled?
Click abov/z to create an

Instructions p>our la facturation
(en/ frangais)

Enjollment and use support (M-F 7:30-5:00 CST)
Email: BE-Supplier@jci.com

Phone: 1-866-205-8838
D'insgription et de soutenir I'utilisation (Lundi-Vendredi

Th30-17h0o0o CST)
Courrier électronique: BE-Supplier@jci.com

1

Johnson Controls Supplier Invoicing Portal

The Johnson Controls Supplier Invoicing portal is launched. This site
provides links to the Paymode-X for Invoicing and contact information.
Always use this page to launch Paymode-X for Invoicing to stay current
on alerts, FAQ’s and system updates.

Clicking on a Paymode-X for Invoicing link will launch Paymode-X
for Invoicing in a new browser window.

FREQUENTLY ASKED
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Log In, Continued...

Paymode-X for Invoicing site is launched. Note: the URL in the
address bar changes to https://www.bottomlinexchange.com

| v | B Lo [ S
JX Paymode-X | + ‘ 9
-
(' bottomlinexchange.com | hitps://www.bottomlinexchange.com & '-.'v Google Pl
2) Most Visited @ Getting Started =) Latest Headlines i} Free Hotmail D Suggested Sites 3 Web Slice Gallery 0 Company » Addresses I Bookmarks

Your Paymode-X session timed out due to inactivity. Please log in again. Need Help‘?

Qur Customer Support
associates would like to
assist youl Just call
tall-free:

888-923.9553 M-F 6 a.m.

Welcome to§ p.m. ET or send us an
ezl
To access your account, type your user name and password and click the Log In button.

User Name jgiusvendor@ici.com

Password u|uuuu|
Log In

Forgot your password? Enter your User Name and click here. We will e-mail you the password hint you crested.

Paymode-)(|

aymode-X or PayMode Agreement(s),

€0 In Certain urisgictions. All other or

Bottomline
$ ﬁrﬁnob}gif;.

Enter your “User Name” and “Password.”
Click the “Login” button to continue.
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Getting Started

| >¢ Paymode-x |T|

<
L ¢ bottomlinexchange.com | hitps://www bottomlinexchange.com/perspective.do || %~ Google P

(2l Most Visited @) Getting Started =) Latest Headlines | | Free Hotmail L] Suggested Sites 2l Web Slice Gallery || Company > Addresses E3 Bookmarks

;
S Gettomline | paymode 3¢,

Preferences - Log Out < Help

|Holl|e | Organizations | Companies | Roles | Users | Payees

File Management

Welcome, Refilwe Goll

System Utilization

w
My Assistance Queue e Users -
* Online Help

- Email Tech Support

® Need help?

Just call-:888-923-9553
M-F8am to8pm ET

Change the user role drop-down menu from “Admin” to Vendor.”
' (Some users will only see “Vendor”)

ine
7 ffrﬂﬂﬂﬁ?g!f!.

Purchase Order Flip

To find a Purchase Order to flip to an invoice, you may use either one of the
following methods:

If you know the PO Number (below)
If you don’t know the PO Number (next page)

Home Purchase Orders Invoices Reports

Create New Invoice View Invoices . o . .
A.) Click on “Invoices.

Enter existing order number B.) On the next screen (to the left) Elect the Payer
name and put the PO number in the field.
Payer :*
Building Efficiency - Johnson Controls C) Click “F||p Order.”

Order Number :*

3627947 D.) A green confirmation will appear.

Flip Order

Eneoece WumibeT © *

Ieoice Tyme © Salien Inwoice
Delaul PO Musber: 3627947 Remit To :
wender BE Test Supsses 1

Fiewrt To.  Mibwasbcne S07 E Mechager Sirect MB0 (ELECOOO) -
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Purchase Order Flip, Continued...

Purchase Order Flip Method 2

/ A.) Click on the “Purchase Orders” tab to
display a list of available Purchase Orders.

Home § Purchase Orders

Weicome, JCI Suppiier (Test) Portal Messages Trading Partner Purchase Order Summary Invoice Summary

No Messages [ Caunt | Count
T — - Busding EMeimncy - Johnson Contrets r
My Assistance Quoue Meassages | ' =i =
* Online Help No Messages Trading Partner Involce Summary Al Open kad
® =] Email Tech Support i Approved last T days ']
& Meod help? Trading Partniers : Bisputed last 7 days [
Building Efficiency - Johnson Contrats 183 sciuimus .. i I

Just call 88B.923.9553 [ ading Effciency - Johnson Controla ] T ; Repected last 7 days ?
MFEam to8pm ET L All Sent 803
Invoice Quick Search SRS =
N (oot x | Go | Verdor Discounts o

buﬂumlmn:h.lnge;ﬂm purchateorder/purchetecrdarl st doTielSubMenun isting Sicmids resetSectionBivelSubal

amsﬁ_ﬂd—;’n --&Dwxm x BRA X Local | an .Kmmm u Wikopedia

Paymode > | $ felemine

| Purchase Orders | Invoices
Listing
Search: - | o

Purchase Order Listing - All Open [] View: AlDpen
Payer Company: & B, C.0EFGHLLKLMNORGRSETUVWEY.ZA Export
Actian v I eoes 12345678510 § B 407 recordis) found

o e B n. Tohat n
= a = ] A= ¥

Johnson Controls Buiding Effcency - Johngon Controls B Tes! Suppter | B/25201 G278 Ac SZBEN2 100,000.00 Us0 | |

Johnson Controm, Buiksing E fficency - Johnson Contros BE Test Suppier 1 BRER0IZ 10,000.00 LSO
Johnson Coantrols Buiding E !ficienty - Johnaoh Contrals BE Test Suppler 1 2 3 B2E2012 155,000 00 BSD
Johngon Lontrod Buligng EMcanoy - Johngon Conirois BE Tost Suppber § BRTR0Z W00, 090,00 STy
Johnson Conbroly Buiiding £ fficency - Johnson Controls BE Test Supgler 1 2 T BT 0601, 060000 USD
Johngon Controk Buideng EMcansy - Josnash Caalrols BE Teat Supgler 1 3 BR82012 25,000 60 USD
Johnaon Contois. Buidng E{ficency - Johnson Controls BE Test Suppber 1 1 o BaTR02 15,001.00 U0
Johnaan Controh Building £ fcaency - Jobnson Controls [BEE Test Suppler 1 re 2 £ BTN 0D, 00 O USD
Jahngon Contren Buliing EMcency - Johnaoh Contros BE Test Suppiar 1 = BRTR02 12,000.00 vs0
ohnson Control Buiding Efficency - Johnsan Controls BE Test Suppler 1 o BRTR0NZ 100,000.00 USD
e e 0, 0000 LSO

Purchase Order Flip Method 2 : saran2 180000 US0

&2730M2 100,000.00 USD

BT oD 000 00 USD

B.) Click anywhere on the desired PO line to view the detail. S e
Note: If the desired PO # is not listed, wait until the next

business day after the PO was issued by Johnson Controls. If
the PO is still not listed, contact be-supplier@jci.com with
the PO number.
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Purchase Order Flip, Continued...

[T v — [+

€ 9 | ¢ bottomlinexchange.com  http

bottomlinexchange.com/purchaseorder/purchaseOrderListSu

- Google 23

|2 Most Visited @ Getting Started |5/ Latest Headlines { | Free Hotmail L] Suggested Sites

Web Slice Gallery |

Company > Addresses B3 Bookmarks|

$ F:bn(?.lg&irz“res. Paymde')(. Preferences ©Log Out «Help

Home Purchase Orders | Invoices ‘ Reports

Listing | Detail | Line ltem Listing

Payer: Buiding Efficiency - Johnson Controls Additional Data -
Vendor: Johnson Controls Test Supplier T ————— |__Acceo: |
PO Number: 3264863
PO Type: Manual Purchase Order PO or Sale Date: 2010-07-26
Order Date: 712612010 ProjectiCharge Info 1
Currency:
Deliver To: NO SHIPPING NO SHIPPING PO or Project Charge Type: Furchase Qrder | Pont |
UNTED STanES Project/Charge Number:
Alerts: Branch or Mail Station: o010
Task Humber: 00
Summary
Work Order Number:
ltem Totals: 0.08USD AOMS Order Number:
Description: Requester Info
State 1D: 1124570
Payer Portal Sent Last Hame: UNKNOWN
Vendor Portal Accepted First Name: UNKNOWN

o= beiveruickuo nfo Purchase Order Flip Method 2

Nicole.C.Stalter@jci.com

(EL TR S0 Bl | Contacts || Di i External History || All H (13 H 7
e i I | 1 _—EWD C.) Click “Flip Order” to convert the

Line Item Listing - All E PO tO an inVOICG

Pages: 1 2 record(s) found
Alerts Line Numbers Product Code Description Quantity Received Quantity Unit Price Unit Of Measure Line Price
1 UNKNOWN BOLT 5 0 0.0100 Each 0.05
2 UNKNOWN SCREWS. 1 0 0 0.0100 Each 0.01
Pages: 1
. Inc. Al righ nd by the user's Paymode-X or PayMode Agreement(s}, including the Operating Rul Bottemiine Tech and the BT
jies, Inc., which m; All other bral duct names are trademarks of their respective =

:
£ Betomline

[ [ pep—— D B e EIeR

€ |9 | X bottomlinexchange.com | https:

bottomlinexchange.com/inveice/flipOrd

Q- Gocgle o]

| [2) Most Visited| @ Getting Started |5/ Latest Headlines |} Free Hotmail [[]] Suggested Sites

Web Slice Gallery |

Company > Addresses E3 Bookmari

% ﬁfbnt?.'!}l‘;?g Paymde‘)(.- Preferences ©LogOut «Help

Home | Purchase Orders | Invoices

Create New Invoice View Invoices

The purchase order was flipped to this invoice |

rm

Invoice

Invoicz Number :* Invoice Date : *
Wendor Status: Proposed

Inveice Type:*  Sales Invoice - DueDate:  6/1/2013
Bill To :
Building Efficiency - Johnson Controls

ElmrTTneTE Remit To: MILWAUKEE 507 E MICRIGAN STREET (53202) ~
Milwaukee Wl 53202 US

Default PO Humber: 3264863 Remit To :
Vendor: Johnson Controls Test Sugplier

Purchase Order Flip Method 2 .

¥ Hide Detail

Freight Amount: Currency:* Payment Terms: Co
0.00 usD

_ D.) A green confirmation will appear.
Total Before Tax: Adjustments: Adjusted Total: Alerts:
0.06 0.00 0.06

® Invoice Header Info  » Project/Charge Info  » Requesterinfo  w Delivery/Pickup Info  » Taxes

PO or Project Charge Type: Project/Charge Humber: Branch or M
Purchase Order 010

Station:* Task Number: Work Order Number:
B oo

AOMS Order Number:

» Invoice Dates  w Contacts » Purchase Orders m Discussions m Aftachments ®»Images ¥ History

Search: - For I 0 2ovanced searchiSort Page Size: 30+

History Listing - History-All
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Purchase Order Flip, Continued...

Page | 9

Invoice Date: Actual date of invoice.

Invoice Type: Sales Invoice (Change to “Credit Note” if applicable.)
Due Date: Disregard.

Bill To: Building Efficiency — Johnson Controls.

Default PO Number: PO number will be pre-populated when you “Flip” the
Purchase Order to an invoice.

Vendor/Remit To: Your company information. ALWAYS select the appropriate
payee for remittance.

Tax Type: If applicable, select the appropriate tax type from the drop down menu
and enter the corresponding rate or flat fee (Do not enter both rate and flat fee)

Freight: Enter freight charge, if applicable. (In many cases the Johnson Controls
PO will reference a freight account number. It that is the case, products should be
shipped third-party billed and you would not add freight to the invoice.)
Currency: USD (Change to CAD if billing in Canadian currency.)

Payment Terms: Disregard. as this has no impact on the
invoice. The payment terms remain preloaded in the Johnson Controls A/P system.

Create New Invoice View Invoices
Invoice ol tombor+Tok v inoios e+ BB
Vendor Status: Proposed Invoice Type : * Sales Invoice - Due Date : 5/19/2013
Bill To : Defautt PO Number: 3173554 Remit To :
Building Efficiency - Johnsan Controls. Wendor * BE Test Supplier 1(314568) «
507 E Michigan Ave
Miwaukee W1 53202 US Remit To: Milwaukee:507 E Michigan Street. M30 (53202) ~
 Hide Detail
Freight Amount: Currency:* Payment Terms: Comments:
0.00 usp -
Total Before Tax: Adjustments: Adjusted Total: Alerts:
s o s Click on the © sign to add additional
RVl US Gerec T2 - Jliates patees) 80 Apply atter taxee € tax lines. Click the € to delete a line.
TaxType: US-Statedloc v  Rate: FlatFee: 500 Appiyaftertaxes @ €
¥ HeaderInformation  » ProjectiCharge Info  » Requester Information  » Delivery kup Info Checking “Apply after taXeS" When a taX rate iS entered
PO or Sale Date:” - .
010 - would calculate tax on the invoice total plus other taxes
charged. In most cases, tax is charged on the invoice total
» Invoice Dates B Contacls  m Purchase Orders  m Discussions  » Altachments  » Images  » History only,
» Filter
Remove selected lines
Line* “ Product Code* Description* PO Number PO Line UomMm Quantity Unit Price* Line Price Taxes Freight Total
> 1 G1A1 G1A1TITEM 3173554 1 Each - 5.000000 3.300000 16.50 0.00 0.00 16.50
» 2 G1A2 G1AZ ITEM 3173554 2 Each - 10.000000 4.400000 44.00 0.00 0.00 44.00
+ Add new invoice line
Subtotal: 80.50 USD
US - Generic Tax:  2.00 USD
Tab between fields to Review or Edit the Header-Level Information as follows: B-TER0T BEIED
- - Total: 73.50 USD
e Invoice Number: Your Invoice Number.
Delete € -
—E = (Invoice numbers may not exceed 20 characters)




User Defined Fields (UDF)

Invoice

Vendor Status: Proposed

Total Before Tax:
60.50

¥ Heade

6/17/2010

Tax Type: S - Generic Ta «

Tax Type: US - State & Loc

Adjustments:

®» Project'Charge Info

Rate:

Rate:

Adjusted Total: Alerts:
60.50
3.00 Apply after taxes
5.00 Apply after taxes

» Requester Information  » Delivery/Pickup Info

Bill To : Defaut PO Number: 3173354 Remit To Click on “Show Detail” to

Building Efficiency - Johnson Controls Vendor: * BE

072 Hirom e get the drop down menu for

Mitwaukee W1 53202 US Eemsic M the foIIowing User Defined
Field tabs:
¢ Header Information

DERBEET e Project/Change Info
¢ Requester Information

# Invoice Dates  w Contacts  » Purchase Orders  m Discussions  w Aftachments  wimages  w History ° Delivery/PiCkUp |nf0
e Tax Group

» Filter

¥ Hide Detail

Freight Amount: Currency:* Payment Terms: Comments:

000 uso -
Total Before Tax: Adjustments: Alerts:
60.50 0.00

TaxType: US-Geneic Tz »  Rate: Apply after taxes 0

TaxType: US-Stateéloc »  Rate: Apply after taxes 0 0

¥ Header Information  » ProjectiCharge Info  » Requester Information  w Delivery/Pickup Inf

PO or Sale Date:*

61772010 B

¥ Hide Detail
Freight Amount: Currency:* Payment Terms: Comments:
0.00 usp

Enter the UDF information under “Header Information” The required fields are identified with
a red asterisk “*”’. Accept the pre-populated values when ever available.

PO Date: Will be pre-populated. This is the PO date identified on the hard copy of the Johnson

Controls Purchase Order.

Page | 10



User Defined Fields (UDF), Continued...

» Header Information v Project/Charge Info| » Reguester Information  w Delivery/Pickup Info
PO or Project Charge Type:* Project/Charge Number: Branch or Mail Station Number:* Task Number: Work Order Number:
Purchase Order - wi1s - 30-1-000-8201

AOMS Order Number:

Enter the UDF information under “Project/Charge Info.” The required fields are identified with an
asterisk “*”’. Accept the pre-populated values when ever available.

PO or Project/Charge Type: Will be pre-populated with the word “Purchase Order.”

Branch or Mail Station Number: Will be pre-populated with the branch. (If not pre-populated, enter the
JCI Branch. If unknown, enter “ZZZ.)

Task Number: This field is not required for Purchase Orders.

Work Order Number: This field is not required for Purchase Orders.

» Header Information » Project/Charge Info v Requester Information| m» DeliveryPickup Info
Requester ID:* Requester Last Hame:* Requester First Name:*
1071633 LINKNCOWHN LIMKNOWHN

Enter the UDF information under “Requestor Information”. The required fields are identified with an asterisk
“*” Accept the pre-populated values whenever available.

Requester ID: Enter the Requester's employee ID #. (Enter “NA” if the ID # was not provided).
Requester Last Name: Enter Requester’s Last Name.

Requester First Name: Enter Requester’s First Name.

» Header Information m» Project/‘Charge Info w» Reqguester Information | * Delivery/Fickup Info

Delivery Type:* Company: Address Line 1: Address Line 2: City:*
Delivery - Johnson Controls Building 4 Floor 2 507 E Michigan St Milwaukees

State/Province/County:* PostaliZip Code:* Country:* Tracking Number:

Wi 53202 us -~

Enter the UDF information under “Delivery/Pickup Info”. The required fields are identified with an asterisk “*”.
Accept the pre-populated values whenever available.

Delivery Type: Select Delivery or Pickup from the list. Use “Delivery” for services invoices.
Company: “JCI” or the company to which the delivery was made.

Address: Enter either the “Ship to”” address, the address at which the work was performed or picked up at
[your Company name], or the address at which the product was picked up. Note that values for City, State/
Province/County and Postal/Zip code are required.

Tracking Number: Leave blank. Only PDS suppliers need populate.



Tax type

Tax Type: |15 -Generc Ta »  Rate: Flat Fee: 2.00 Apply after taxes ﬂ'
Tax Type: |US-State & Loc »  Rate: Flat Fee: 5.00 Apply after taxes 9 'E:"
Tax Types:

Enter the tax amounts as appropriate.

US Taxes: In most cases, JCI will self-assess the tax, accrue it and pay the government directly. If there are
circumstances in which this will not apply, the tax should be entered in “US — State & Local.” In the event
other taxes apply in the U.S., the “US - Generic Tax” field will need to be used.

Canadian Taxes: In most cases, JCI is exempt from Provincial taxes. Where applicable, enter the amount of
each tax that applies

Note: Taxes entered will also appear on the bottom of the invoice (below the sub-total) and will be included
in the invoice total. Double check the invoice total to make sure that the correct tax amount is entered.

If more than one tax types apply, click on the @ sign to add additional tax lines. Click the e to delete a line.

Also Note: Checking “Apply after taxes” when a tax rate is entered would calculate tax on the invoice total
plus other taxes charged. In most cases, tax is charged on the invoice total only.

Invodc
Invoice S mecion e QUAGNTE
endor Sishes: Proposed Innice Type : - Due Date: 5152013 |
Détaut PO Husber. 3173554 Remit To :
Venaar * BF Tex Suppler 1 (3145888 .
Remit To: Miwaukee SOT E Michigan Sest, ME0 51207
[3all 1:
*Filter
Line”  Proguc Code” Descripion” PO Number PO Lne uon Quantity Unit Price® Line Pnce Taxes Freignt Total
1 Gra1 GIATITEM 3TN 1 Eath - S.000000 3,300000 16.50 omw L)
2 Graz GIAZITEM 3T 2 Eath - 10.000000 4400000 44.00 .00 0w 4400
ce lingé
When you finish entering all sttt 30 USD
. . . . US - Generic Tax:  B00USD
invoice header information, R
H 13 7 Totak 7350 USD
] click “Save.
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Purchase Order Line Items

1. If there are any line items that should not be included on
the invoice that you are creating, scroll to the section of the

page showing the invoice lines and locate the ones that

should be removed.

2. Click in the box on the left to select the line you would

— Tl . like to remove.
ome urchase Orders | Inveices eports
Create Newinvoce | View invaces 3. Click “Remove Selected Lines” line to remove the line
. item from the current invoice.
Invoice
4. When your asked “Are you sure?” Click “OK.”
Bill To : Defautt PO Number: 3173554
evason w52 U5 Repeat the above steps for any other lines that you do not
wish to invoice at this time.
» Show Detail
When you are ready to invoice the lines at a later date, you
» Invoice Dates  » Contacts » Purchage”Orders  m» Discussions » Atachments ®» Images m History - - - - -
may again flip the PO to an invoice, remove the lines already
invoiced and submit the lines not previously invoiced.
Remove selected lines
Line* “ Product Code* Description* PO Number PO Line uom Quantity Unit Price* Line Price Taxes Freight Total
» [V 1 G1A1 G1A1 ITEM 3173554 1 Each - 5.000000 3.300000 16.50 0.00 0.00 16.50
> 2 G1A2 G1AZ ITEM 3173554 2 Each - 10.000000 4.400000 44.00 0.00 0.00 44.00
+ Add new invoice line
[ 5ove J octte | et

To make a text change, highlight the field so

K or PayMlode Agreement(s), including the Operating Rules for the Services ufiized. Bottomine Technologies, the PayMode Logo, and the BT logo are trademarks of Bottomine Technolagies

Bottomli
£ Sotomine

that its value is outlined and make your
change.

1. Make necessary changes to Quantity
and Unit Price on all line items that
need to be corrected.

2. When you are finished making any
necessary line item changes, scroll to
the bottom of the page and click
“Save.”

Note:

e Do not change the value of “PO
Number” or “PO Line.”

¢ Do not enter Freight amounts on these
lines.
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+ Add new invaice line

Ling* “ Product Code* Description®
- ] 1 141 ES141 ITEM
- 2 G1A2 G1A2 ITEM

If you were informed that another line item was added to the
PO, you may add a line item by clicking “Add New Invoice
Line.”

DO NOT change the “Line Item Number.”

When you finish adding any necessary new line items, scroll to

the bottom of the page and click “Save.”




Sending an Invoice

Inve ?i(_'. c involee Number:+ Tt ko G Involce Date 1+ 410/70M3 ™

jeeddcs Stnban. Propused trvasce Typm : Sales Invoice - Due Date ;5153013

I
B 1 (314568 -
. E Michigon Stroet, MBG (53202) =

After clicking the “Save” button at the bottom of page, “The
invoice was updated” should be displayed in green at the top of

the page.

| Any errors will also be reported in this space. Correct the errors as
indicated, click “Save” again. Repeat this process until all errors s
have been CorreCIEd. 5 000000 3 300000 16.50 000 0.00 16.50

10000000 4 400000 44 00 000 0.00

Subtotal £0.50 UED

US - Generic Tax:  0.00 USD

US . Slate & 00 USD

Totad: 7350 USD

= o ey e After reviewing your invoice, confirm the freight and line totals in the

footer of the invoice. If the totals are correct, you may click “Send” to
send the invoice.

The screen will be dimmed and then the message “The Vendor State
was changed to Sent” will be displayed at the top of the page, indicating
that the invoice has been successfully submitted for processing.

Starting a new Invoice

‘ ol e Click the “Invoices” tab to flip another PO to an
invoice. Then follow the instructions identified in
_ _ _ the previous screens.
Create New Invoice View Invoices Upload Nel

Reminder: If you cannot find the PO number that
you are attempting to invoice against, wait until
the next business day after the PO was generated
[ and look again. If the PO is still not visible, Email
be-supplier@jci.com.

Enter existing order number

Payer :*
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Disputed Invoice

The invoice received by Johnson Controls may be disputed back to supplier to make the recommended changes to the invoice

and re-submit it for processing

A. Once Payer has disputed an
invoice, supplier will receive an
email notifying them of the
disputed invoice and the reason for
the dispute. Supplier may click on
the link provided on the email to
get directly to the disputed
invoice.

B. A count of the disputed invoices
will also be displayed on supplier
home page under invoice
summary. Supplier may click on
the disputed invoices line to get to
the listing of disputed invoices on
the “invoice view” tab

C. On the “view invoices” tab
supplier may click anywhere on
the invoice to open it up and get to
the discussion tab. Posted notes
which outlines the reason for the
dispute including additional
comments on the disputed reason
will be listed.

D. Alternatively, supplier may click
on the “yellow alert” tab to get
directly to the dispute reason and
comments

E. Upon reviewing the dispute reason
and the suggested/required action,
supplier will make the necessary
change to the invoice and resend
the same invoice. Make sure that
the Invoice Payer State changed
from “Disputed” to “Received” or
“Approved”. Also note that
modifying the invoice number is
not necessary

F. Although supplier may also add
notes by clicking on “post
response” as shown below, the
only way to send the invoice back
to the payer is to send it. The payer
may or may not see the notes
posted by supplier.
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“) Mow v o) Reply v i) Replyto AN v Forwarg ¥ - -~ i Displayr ©) v Morev
- Action Neaded: An invoice you to E ¥ - © has baen disp
Ld Motificationa, Paymeoda-X rafibwe m gall
An imvoice that you previ bmitted through Paymode- X has been disputed:

Invoice Number: PURCH OTHER

Payer Organization: Johnson Controls

Payer Company: Bulding Eficiency - Johnson Contrels

Dispute Reasan: Other

Conunent: Do not add more quantity than is on PO (Ec8). If additional quantity is required please contact your local branch to increase PO.

You must log on to Paymode-X to fix and resubmit this invoice. Click the Enk below to view the invoice.

| PURCH OTHER

Preferences

[

INnvoice Summary

Log Out Help

Count
In Process 306
All Open 25
Approved last 7 days 1
; Disputed last 7 days 1
Rejected last 7 days o
AN Sent EEEd
Discounts Offered o
Wendor Discounts o
B
Purchase Order Summary
Count
AN Open EEry
Uploaded Todaw o

Prekences clogut olidp

e paymoce

|
il«w Parciace Orers m‘ Reports

sark - R 5o | e PEERRIY P 1+
Involce Listing - Disputed nveices
D . . . E
i1 Mens FoperOrputtor  Paer Conpary endor Company EvCebmber PojeiSie Ve SB moceDuiz Dielee Crimle Sumieddue o Beor T Comnem
B dmmimn  dgilieg-deatdn  Eeipklidfnh) Pk Dpk S VERY ) NS RNy
e
Wiew Mote |
m Artachment | |
|| Posteda By: Scheduler |
Timestamp: ar0s2013 12:21:30

Privacy: public
Action Meeded: This inwoice has been disputed

This inwvoice has been dispuced._
Season - Sross emounst should be billed
Commemnt: ¥ou mesd to Bill the grToss ame o=
13,333 .33

m




Credit Memo

st e FS— There are a couple of ways that Credit
Memos may be done.

In the invoice “Listing” you may
find the original invoice, click on it and
using the “Flip to Credit” button at the

o

bottom, flip the invoice to a credit memo. i

008 00

(N T e [

o 100% =

Invoice Number : * There are a couple of ways that Credit Memos may be
invoice Type : * Credit Note - done.

When completing the invoice header screen,
select “Credit Note” instead of “Sales Invoice.”

Make sure to change all line items to Negative Price when
creating a Credit Memo from a flipped Purchase Order.

NOTE: If you are issuing a credit to offset an invoice that you entered incorrectly and sent...
1. Flip the “bad” invoice to a credit, using the “Flip to Credit Note” button as shown in Method 1.

2. Use the same invoice number that you used for the “bad” invoice, but add a “CR” after the invoice number
to show that the credit washes the “bad” invoice.

Then, to invoice correctly, go to the “Purchase Order” tab, flip the Purchase Order to an invoice and
complete accurately. Use your original invoice number, but append an “ADJ” at the end of the humber so that
when Johnson Controls issues payment, your Company may apply the payment against the correct invoice.

Printing your invoice

To print the invoice for your records:
Export to PDF

A
1. Open the invoice you would like to print. Click 4| m

the “Export to PDF” button at the bottom of the

screen.
2. You will be asked if you want to open or save o p— [
the file. If you select “Open,” a view of the
invoice will appear which you may send to the . L - ——
desired printer. e
Or

View Invoices Method
1. Click “View Invoices” at the top.
2. Check the box for the invoice you wish to print.
3. Select “Print” from the “Action”
drop-down menu and press “Go.”
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Wiew Invoices B




Viewing and Sorting the Invoices

S -
b "‘."_)E_"'P‘____'M"HW‘“" e sttt 0 = i B 8 Xl X Paymede-X

Fie Edi View Focsles Took Help

Click on the drop-down menu by “View” to
select invoices to view based on status.

Profmonces OLogOue ©help

Vendor -

T

Wi Invotes iprmad he
i g (=] [Rap— -
involce Listing « Al Open [ fgw. A8 g -
B Pretens
T e T s
Ll ppeoued we T Gapy

0 i Bty Daputedt st 7 dayn

In the “Listing” screen, you may sort by any

of the columns simply by clicking on the
column heading.

Check to Ensure that Your Invoice was Sent

=naeond - After creating an invoice, you may save it
e e Ll e e | Wwithout sending it, however, if you have intended
s o to send the invoice, it is recommended that you
Froosed - e check the “Listing” tab to ensure that the status
opomd i in the “Supplier State” column shows “Sent.”
Proposed ol
i If an invoice times out because you were
pw b _o"® interrupted during its creation, the invoice may
e regory: still be in the “Proposed” state, even though you
- s intended to send it.
Frrgesed
Brepoaed 000 30
Proginied 0,000 58
rMessenge from webpage ﬂ1
r
You can delete invoices as long as they are in a ' :
“p I’OpOSQd" state. 9 Are you sure you want to delete this invoice?
1. Select an invoice from the invoice list, click on it —
to place it into “Edit” mode. [ Cancel | |
e )

2. Click “Delete Invoice” button at the bottom of
the screen.

3. Confirm by clicking “OK.™
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Viewing and Sorting the Invoices, Continued...

— —— ———— [Py
| B X0 Mt et e R LD [T e e p.i-.:,:)c'lx,,,_,,,,._d” - 2ta)

Fie Edi View Favestes Tooh Help
2] g B3 Toandom by &1 Poral 2 iGoogle 81 Meocwy B]8TMal @ BT 2 ke g 004 BB P36 ER PO RmdEme P -

Paymode){ %m: Prebeiwnces CLog (it CHelp

Livteg
Saann i TN Il s e o 7 v
Purchase Order Listing - Al Gpen [ i AdiCipes -
Pavet Company: A B COEFOMILRLUMOPARSTUNWEY.ZM Eaport -
oo v Bllteren 1230800800 [ 5 AOT mesetii) loued
£ Amets -m-mu
Purchase orders in an “Accepted” state can be
“Completed” once invoiced in full. 1.
This allows you to view only those available for
invoicing. Keep in mind once completed a PO cannot
be flipped to an invoice.
- 1. Select an “Accepted” PO from the list. —
Click “Complete.”
There will be NO confirming prompt. The “Flip =
Order” and “Complete” buttons will now be Pretiomces. o Gtlp
disabled whenever the PO is viewed.
Payer: e f' i Cacom . Acidriignsl Dt
o e | deod |
rorme i [ e
cureeey R ety ||| | Rt S
- o ProjectTharge Sumesn m
o 5T Beanch of Mal fution fumise :l‘-'; “
iy ks " o ]
:-r-':|::n i ey
(=i [re— e 2 .
ayer Porisl e Requee atey Laat Hame: _'ua-?\.\u

Invoices with Retention

Gross Amount (total amount of the invoice) is entered on line 1 of the invoice. JCI Accounts Payable will
withhold retention based on the gross amount invoiced and the existing Subcontract Agreement.

Do not submit an invoice for retention via Paymode-X.

JCI will work with our internal Accounts Payable department for last payment (final retention) and
therefore no invoice will be required from the supplier for the final retention amount. DO NOT
OVERBILL PURCHASE ORDERS. Once the Quantity Field reflects a “zero dollar” value, no further
action is required by the supplier in Paymode-X.
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AOMS/PDS Supplier Invoicing Instructions

¥,

—

BBeX Support to: douglas.j.verhaalen

Notification: Purchase Order SY52000008 has had Activity.

BBeX Support <bbexsupport@bottomline.com>
cverhad@jci1.com /

1214/2009 08:26 AM
Hide Details
Clicking on the PO number
launches BBeX and displays the
purchase order.

Buyer Company : Building Efficiency - Johnson Controls
Supplier Company : BE Test Supplier 1
Order value: 2,000 LSD.

Furchase Order 5Y52000008 has had activity on 12/14/2009 9:26:19 AM.

« Set up the Purchase Order Email Notification so that your
Company is notified when an AOMS order has been generated. (See
separate instructions entitled “Purchase Order Notification User
Setup.”)

* When you receive the Email notification indicating that a purchase
order has had activity, click on the link to launch the Paymode-X for
invoicing system and display the purchase order.

« Fulfill the order requirements as indicated on the purchase order.

* Hide Detail

Freight Amount:
0.00

Currency:*
usD

-

Total Before Tax: Adjustments: Adjusted Total:

60.50 0.00 60.50
Tax Type: LS - Generc Ta - Rate: 0.0000 Flat Fee: 8.00
Tax Type: LIS - State & Loc - Rate: 0.0000 Flat Fee: 5.00

» Header Information = ProjectCharge Info
Delivery Type:*

Delivery

Company:

- Johnson Cantrols

State/Province/County:™
Wi

PostaliZip Coder™
53202

Country:*
us

Address Line 1:
Building 4 Floor 2

Payment Terms: Comments:

Alerts:

]
-+ ]

Apply after taxes

Apply after taxes

» Requester Information » Delivery/Pickup Info

Address Line 2:
507 E Michigan 5t

City:*

Mitwaukes

Tracking Number:

After fulfilling the purchase order
requirements, log into Paymode-X for
Invoicing. Find the purchase order to
be invoiced and “Flip” the purchase
order to an invoice.

Complete all Paymode-X for
Invoicing fields as indicated in the
training documentation, except that
PDS suppliers must also populate the
“Tracking Number” field with the
appropriate tracking number from the

racnartive chinnar (Qernll Anwn 1inder
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Delivery Type: Select “Delivery” or “Pickup” from the
pick list. Use “Delivery” for services invoices.

Company: “JCI” or the company to which the delivery
was made. Address: Enter either:

* The *“Ship to” address,

* The address at which the work was performed or

* “Picked up at [your Company name],” and the address
at which the product was picked up.

Tracking Number: PDS suppliers must populate with the
shipper’s tracking number.




AOMS/PDS Supplier PO Information

& mli
PaymodeH{ | § beterine Pt oLagO ot
Home Purchase Orders Invoices Work Queue | Reporis
Listing | Detail | Line ltem Listing
Payer: Building Efficiency - Jehnson Controls Additional Data (s
Mendoy: HElEst Sunperd Header Information
PO Number: 3627947 .
PO Type: Wanual Purchase Order PO or Sale Date: 2012-06-26 T Cancel
Order Date: B/26/2012 ProjectCharge Info
£urency: tn PO or Project Ch Type: Purchase Ord i
Deliver To: JOHNSON CONTROLS, INC JOHNSON CONTROLS, INC pryvRoct oM i Rrdose o,
MILWAUKEE W1 53202 BrogectiChacne Mamber:
UNITED STATES Branch or Mail Station o010
Alerts: Number:
Task Number: oo
Summary
Work Order Humber:
ltem Totals: 100,000.00 USD AOMS Order Humber:
De: iption:
scnphon Requester Information
SIS 1D: 1586550
Payer Portal Sent Requester Last Name: UNKNOWN
Vendor Portal Accepted Requester First Name: UNKNOWHN =
Contacts
MUNOZ,RIGOBERTO Rigo.Munoz@jci.com
‘ Contacts ] [ i i ]l ] ‘ External ]l H'rstory] F(lq
Search - For =8 2ovanced SearchiSort Page Size: 30 -
Line Item Listing - All &=
Pages: | 1 record(s) found
Alerts Line Number Product Code Description ‘Quantity Received Quantity Billed Quantity Unit Price Unit Of Measure Line Price
1 SUBCRET10 SUBCONTRACT LABOR =*BILL GROSS AMOUNT ONLY** RETENTION WILL BE AUTOMATICALLY CALCULATED AND WTHHELD*-Test 100000 o 0 1 Each 100,000.00
for Email Approvals... contract 20100453
Pages: 1
13 H H'H Paymode-X or PayiMode Agreement(s)
.. AOMS/PDS Suppliers may see additional | =55 S i

data.

AOMS Order Number: The AOMS Order
Number will flip to the invoice. DO NOT
change this field on the invoice.

The AOMS PO Information fields are for
information purposes only and will not be
visible after flipping a PO to an invoice.
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